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ABSTRACT 
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laCOMA COMMUNTTY HOUSE 

P.O. BOX 5107 . 1311 SOUTH M STREET . TACOMA . WASHINGTON • (206) 383-3951 



Dear Volunteer Coordinator. 



We all know being a volunteer coordinator of an FnaHoK 

progran, requires «any talents. When racquireS »v^^K Second Language 

view of my duties. Just get volunteer tu^orfl^^ ^f' ^ ^ li^i'^^d 
right? Boy, was I wrong! I quiSlv Il«rn ! Tl^^T^ students together, 
an effective program was' «uch'»ore LmJleTt^^ i f developing 
Volunteer Training Project staff a^eT.^o f Imagined. We. the 

many tasks in these ways" ^° ^^^^ with some of your 

• Consult individually with you 

•Organise periodic coordinator share n^etlngs and special workshops 

• Provide ESL training 

• Conduct follow up meetings 
•Provide special topic workshops 

•Supply teaching materials to your trained volunteers 

• Give you this handbook! 

I compiled this book while working as a volunteer ronrHi,.. . . 

many manuals, attendine workshone tr^A^Z . coordi.iator and after studying 

existing programs, IncLdLT^'^;,^"'^^^ '"'^'"^^^ P^^^^-'^ of ' 

coordinators of volunteers teTch^l - to^S^^^ 
y'L^^^ffny^'l^" wi'^S^o^-s'halr: 

feel free to contact me' at th^^a^o^a^^^J.^^^^^^ ^"'^ experiences, please 

Good luck! 

Marilyn Bentson 
Volunteer Train<ng Project 
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1 PLmmQ 



1.1 Frst FkTKf a Coordfriator 



Often groups want to start a volunteer English as a Second Unguage (ESI.) 
program in response to the need they see in their community, but don't 
realize the amount of time and effort involved in developing one. 

You must first locate someone willing to coordinate your program. 
Resist the Impulse to delegate the task to a reluctant respondant. 
"Well, I suppose I could get it going." The entire success of your 
program epends upon your choice of coordinator, so approach the 
search as you would for any professional position. 

The job is wonderfully rewarding while offering continual challenges. 
Your coordinator should ideally have experience teaching ESL to 
refugee students, but enthusiasm, energy, sensitivity, patience, 
and time are sufficient qualifications. The VOLUNTEER COORDINATOR 
JOB DESCRIPTION on the following page should be helpful to the new 
coordinator by presenting a clear picture of the tasks involved in 
the position. 

Volunteer ESL programs can operate entirely by volunteers with no 
budget. However, some resources for materials, printing, and 
coordinator transportation provide valuable support. The key to 
a successful program is a volunteer coordinator - whether paid or 
not - who has TIME to commit to the job. If no one eagerly accepts 
this task, It would be best to serve refugee needs in another way. 

But let's assume the best. Welcome, volunteer coordinator! This 
book lb for you. Enjoy, 
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VOLUNTEER COORDINATOR JOB DESCRIPTION 

The outline below reflects the contents of this handbook. It also forms 
your JOB DESCRIPTION as a Volunteer Coordinator. 

1 PLANNING 

• assess the need for a volunteer ESL program 

• define program goals 

• develop a v olunteer tutor job description 

2 RECRUITMENT 

• locate volunteer teachers 

• develop a volunteer Information form 
•interview prospective volunteers 

3 TRAINING 

« arrange ESL training and cultural orientation 

• provide orientation to your particular program 

4 PLACEMENT 

• locate students 

•develop a student information form 
•assess students' English needs 

• connect students with tutors 

5 VOLUNTEER RECOGNITION AND SUPPORT 

•express appreciation in a variety of ways 
•provide assessment 
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1.2 Plan the Program 

Planning a volunteer English as a Second Language program for refugees 
can be overwhelming with so oany tasks that seemingly need to be 
completed at one time. Catherlng volunteers is not, however, the 
first step in forming a volunteer program, so do try to control the 
urge. Your program will be vtore effective if you take time to 
fully plan . 1 the other areas, then recruit volunteers to participate 
in your well organized program. The students and volunteers may 
pressure you to leap, but in the long run they will appreciate your 
patience and self-control. 

1.3 Assess the Need 

A volunteer ESL program may be the only source of English for refugees 
in your community. By first assessing the existing ESL resources 
in your area, you can design a program to reach those people most in 
need of your service. 

First contact your nearest community college to learn if they operate 
refugee ESL classes funded by the state Department of Social and Health 
Services (DSHS).* Wien refugees arrive in Washington, they are allotted 
540 hours of English in classes funded by thi: Bureau of Refugee Assistance 
through DSHS. The institutional program may assist you in locating 
students who most need your help. 



Appendix B 
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Volunteers can effectively teach ESL to a variety of refugee student 
groups lacking access to DSHS classes: 



STUDENTS WHO HAVE COMPLETED THEIR ALLOTTED TIME IN DSHS CUSSES 



RESIDENTS OF ISOLATED COMMUNITIES WITHOUT DGHS CLASSES 




WORKERS UNABLE TO FIT CLASSES INTO THEIR SCHEDULES 



L PEOPLE ON WAITING LISTS FOR DSHS CLASSES 
I 



HOMEBOUKD WOMEN AND THE ELDERLY 



t 




With the guidance of a classroom teacher and support of a volunteer 
coordinator, a trained volunteer can help in the DSHS ESL class: 







offer make-up 
lessons for 
late regis- 
trants, irreg- 
ular attenders 
or particularly 
slow learners 



give additional 
practice and 
individual atten- 
tion to those 
with specific 
language needs 



provide students 
with the cultural 
orientation and 
oral skills in 
areas not covered 
in the DSHS class 
curriculum 



assist begin- 
ning students with 
literacy skills 
and give addition- 
al oral practice 
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Volunteers can also provide fl 
state classes: 



exlble class arrangements not felslble In 



5(cone to one >|c in the student's home ifc residence grouped small classes 

individual tutorials and small groups in a central location 
^ field trips ^weekend, evening, daytime schedule combinations 

1.4 Oefkie Program Goals 

After establishing the need for a volunteer English program, it's time to con- 
sider the scope of your program. Before making your plans, observe existing 
volunteer ESL programs, talk with their coordinators and learn from their 
successes and problems. You might organize a trial period of operation; 
evaluate the outcome and make any necessary revisions. This way, you cin be- 
gin small and expand after gaining confidence and successful experience. 
Most volunteer programs adopt one of the following models for providing ESL. 
Before deciding which situation best meets your needs, you might want to ex- 
plore the pros and cons of each: 

• TUTOR 

* STUDENT 
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INDIVIDUAL/SMALL GROUP TUTORI AL: tutor- times and loaaUone arranaed on 

an tndividual student/tutor- basie 
+ students receive direct individual social con-act with their teacher 
+ students can becoTne accustomed to a consistent teaching method 

+ program can accommodate a wide range of student English levels and 
special language needs 

+ since individual arrangements are made, student and tutor can bo 

responsible for communicating with each other about absences 
+ teachers may feel more confident teaching 1-3 students rather than a 

X dl S S 

""TJ/l T V'^^^^t ^^^^^^ homebound refugee: elderly, house- 

tion. wnrk?n* T^^"" "^'^ T""^ Children; students without transporta- 
tion, working students without access to DSHS classes 

+ tutor can be flexible with a teaching style and creative in designing 
follow-up activities which meet the student's individual needs 

+ tutor setting can be flexible: student's home, tutor's home, or 
Other location 

+ if teaching in the student's home, the tutor has access to the best 

visual aids - the student's own household furnishings and rooms 
+ field trips and applied ESL experiences are easy to arrange 

" individual preferences for schedules of students and tutors 

is complicated and time consuming, not to mention frustrating for the 
volunteer coordinator ^ 

- both student and tutor may have to wait for an appropriate placement 

~ recruited to teach the came number of students 

taught in a class v^^uciius 

- the coordinator must arrange individual meetings t-f introduction 
between students and tutors 

- since the tutoring occurs in many locations, evaluation, assessment 
and support to the tutor are difficult to provide 

- because it's difficult to observe the tutoring sessions, it's hard 
to know what s being taught or how effectively 

- If only one student is tutored, he/she lacks the opportunity to 
practice conversation ^ 

tutors must be willing to go to the homes of their refugee students 
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SCHEDULED CLAS_S: gpoup of students /tutors met in central location 

at regularly eched -led times 

+ students gain support from interaction with other students 

+ the cldss provides a social experience for homebound women and 
elderly 

+ once a schedule is established, it's easy to plug new students into 
the pattern 

+ wore opportunity for group practice and activities Is provided 

+ students can practice conversation with each other 

+ classes serve more refugees per teacher 

+ teachers can maintain a more professional role or image 

+ if students have one teacher for 3-4 days a week, they receive a 
h.gh sense of continuity 

+ classes can be formed for a particular group and so the curriculum 
is especially designed for the students' needs: working men, young 
mothers, the elderly, men and women entering the job market 

- irregular attendance can cause lesson planning problems (to go on or 
not . . . that's the question) 

- teacher absence affects many students 

- adequate classroom settings must be located 

- volunteers must be recruited to commit to teach times a week 

- students may have to provide own transportation 

- setting may be unfamiliar anJ uncomfortable for students 

PAT CHWORK SCHEDULE ; same students with different tutors duHng the vaek 

+ tutors with a limited time commitment are given the opportunity to teach 

+ students can be In class more time during the week than one tutor 
could provide 

- witnout a recordkeeping system, students will receive an inconsistent 
English curriculum 

- coordinating the teaching is often difficult: even with the same 
curriculum, tutors pace the material differently and essential review 
may be neglected 

- students must adapt to different teaching styles, techniques, and 
personalities 

- teachers need to arrive at a consensus on curriculum, closs structure, 
teaching method, etc. to provide consistency 
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1.5 Vokjnteer Job Descr^tion 

The purpose of writing a job description is two-fold. First, the process of 
developing a job description helps clarify your expectations of volunteers; 
In fact, the job .itscrlption defines your volunteer ESL program. Second, 
a written job description aids recruitment; you can direct your approach 
to a particular type of volunteer and the volunteer can choose to join your 
effort after fully understanding the program*s expectations. 

The job description should define specific responsibilities and qualifications 
so the volunteer can make a concrete coranltment and feel treated like a pro- 
fessional tneraber of a responsible, well organized program. The description 
should also include a statement of how the volunteer's effort will benefit 
the student and how the program will benefit the volunteer. 

The following checklist may assist you in designing your own volunteer job 
description: 



JOB DESCRIPTION 



REQUIREMENTS 



RESPONSIBILITIES 



ERIC 



_^ brief description of jovr program and 
Its goals 

benefit of the program to the student 
and community 

benefit of the program to the volunteer 

willingness to train 

cultural sensitivity and openness 

minimum time availability 

good English speaking ability 

flexibility 

patience 

attend initial training and orientation 
sessions 

tutor times clearly defined 

* times per week 

* hours per week 

* minimum time coiranitment 

* duration of conmitment 

* flexible or regular hours 

prepare ESL lessons 

attend periodic meetings and/or training 
sessions 

arrange and plan field trips 

keep student records and attendance reports 



VOLUNTEER JOB DESCRIPTION WORKSHEET: 

Job Title 

Job Description 



now write your ovm job 
description using the checklist 
on the preceding page as a guide 



Requirements 



Responslbilitie 



Tiae Required 



Contact Person 



VOLUNTEER 
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If 



ESL 
VOLUNTEER 
TUTOR 



(POSITION) 



JOB SUMMARY 




vltril»?JL^r'?rr '^^u? "^"^^""^ Cambodia 
fuUylro'r co"^:„^Uy!^^'''^^ ^^^^^^^ ^^^^ ^^^^ 

Use the HER (Hontebound EngUsh for Ref»p,P^.-> or A New Start , currlculums 
designed to teach English and oral survival skilTs"!^ T^e^l 

Receive intensive training in ESL (English as a Second Language) teachlne 
methods and cross cultural inforiaation before bein^ placed^ with a student 



QUALIFICATIONS 



- sensitivity to different cultures 



- patience and understanding 

- successful completion of Orientation/ I SL Training Workshop 




RESPONSIBILITIES 



- attend Orientation/ ESL Training Workshop (10 hours) 

^ b'as'Jc Uterac'y listening, speaking, 

- prepare ESL lessons based on the teacher's manual 

- familiarize the students with American culture and resources 
to increase their understanding and promote their Independence 

- attend monthly Share Meeting to share experiences with other 
volunteer tutors and acquire new tutoring techniques 



•TOCOMA 

COMMUNOT 

HOUSE 




o 

ERIC 



PAYS AND TIMES 

£iii£5JSij£J^y;;gl^^^ 2 hrs. per day/ 5 days 

^^^^^^^^^^^^^^^ days or evenings 

Saturdays possible 

^jg^^Jggtlng: 2 hours aonthly 

Tutm^ng: 1 to 3 days- minimum 2-5 hours per week 
■^■^^^^ 3 month commitment 

flexible arran^esKents 

lONTACT ^J«rllyn Bentson, Volunteer Project Coordinator 
Tacoma Coimuunlty House 
1311 South M. Street Box 5107 
Tacoma, Washington 98405 
383-3951 
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2 RECRim^NT 

When faced with the task of finding volunteers, coordinators often becon,e 
bo desparate that they eagerly accept anyone who expresses even a tnlld 
interest in teaching- If, however, you can calmly approach the recruit- 
ment process as an opportunity to spl*»ct th^ n^^^ /\ rtfi ruit 
. ^. , v/ppui uuiiA uy lo seiecc tne most appropriate volunteer*; 
both the tutors and students will benefit. volunteers, 




2.1 Locate Veneer Teachers 





SINGLES 



RETIRED 



PROFESSIONALS 



YOUNG 
MOTHERS 



STUDENTS 



Before starting your recruitment campaign, decide the tvpes of 
volunteers you need (available in the evening or daytime, professional 
men or women students, etc.) and then select the most llkelv recJuU- 
ment method for reaching them. 

* Keep a record of the methods used and their effectiveness. The 
results will help you plan future recruitment efforts. 

* In the following pages, you will find: 

•Targeted Recruitment Worksheet 
^ u St of Recruitment Ideas 

• Recruitment Contact Form 

• Sample Volunteer Announcement 

•r^'S^^^^^'^ ^ Presentation For Volunteer Recruitment: 
A worksheet 

•Media Strategy Chart: Advantages and Limitations 
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TARGETED RECRUITMENT PROCESS 



VOLUNTEER 
JOB DESCRIF 



VOLUNTEER 
PRQFIUE 



MOT i NATION 



WHERE 



HOW 



IHEN 



WHO 



tutor ESL to 


male, single 


neet new people; 


atheletlc 


posters; 


refugee 


20 ^ 30 yrs, old 


add meaningful 


clubs; bar; 


speak to 


students; 


college education 


activity to his 


health food 


groups ; 


flexible 


new CO town 


life; 


store; cont. 


announce 


schedule; 


employed 


learn a new skill; 


education 


on 


3 hr/wk 




improve the irorld 


classes; young 


appropriate 


for 3 mo 




condition; 


adult church 


radio 






ideal ism 


group; barber 


stations; 








snop; laundromat; 


coiiwunlty 








political clubs. 


newspapers 



TARGETED RECRUITMENT PROCESS: 
*1. Decide what volunteer position you need filled; detail the requirements. 

2. Imagine a ver^ specific clear profile of 1 volunteer type who might be interested in the position. 

3. Decide what would motivate such a person to volunteer for your program. 

4. Fantasize where you might find this person; where does he/she spend time? 

5. NOW. plan exactly how and when you will recruit these volunteers; who will be responsible for each effort? 



ERIC W 
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TARGETED RECRUrTMENT WORKSHEET 



JOB DESCRIP. 



VOLUNTEER 
PROFU.E 



MOTIVATICM 
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WHERE 



Momr 
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HECKLIST OF RECRUITMENT IDEAS FOR VOLUNTEER TEACHERS 



_ Place a newspaper ad (Sunday is the best day)? neight.orhood papers, too. 

— Do a TV or radio spot (Public Service Announcement) . 

— Have your volunteers appear on talk shows (radio and TV) . 

_Get newspaper coverage ,stories about your work and individual volunteers). 

~" /"^""^^^ to church congregations through newsletters, bulletins or 

talks to groups (singles, retired, youth). 

_ Start a speaker's bureau (volunteers trained to give presentations for you). 
_ Share your needs and programs before local boards and commissions. 
_ Put fliers on key posting areas around town an^ in appropriate shops. 
ads where likely volunteers congregate 

- public school and college personnel offices 

- supermarkets and doctors' offices, laundromats, health clubs 

- conununity and senior centers 

- unemploynent offices 

- student eraployroent offices 

- student unions 

- selected college depiirtment bulletin boards (education, sociology, 

- ^Ss°^' psychology, English, foreign language, international studies) 

Encourage volunteers to recruit friends. 

ol^i?? iL^"^"^'^ newsletters: associated ministerial associations, 
publxc school personnel newsletter, college faculty newsletter 

Present a film or slide show (perhaps "Becoming American"). 

Contact college and high school student associations. 

Explore college internship and community involvement programs. 

Contact local resources 

"^?^^f!'^«*'^ °^ ''^''^''^^ '^^^'^^^ -service clubs (Rotary, Elks, 

-Volunteer Bureau of United Way Optimist, etc ) 

"2^(N^oi!r«^?"l,''i''^^^"^ "^^^^^"^^ ""^"^ A^^"- ""iv. women) 

^A (National Retired Teachers Assn) -League of Women Voters 

JTCVA (National Center for Voluntary -pta (Parent Teacher Assn) 

..unior league ^^^^^"^ -1, Program) 

iSt^ra^y'r^^^^^^ '^^"^^^^ Organizations 
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:2 RECRUITMENT CONTACT mm 



ORGANIZATION 


ADDRESS _ PHONE NO. CON'IACT PKRSON Tommi-mtq 






r — 


















— — _ _ 






























_ 




, 


























, 
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TMX}MA COMMUNTTY HCXJSE 

P.O BOX 5107 • 13U SOUTH M STREET • TACOMA WASHINGTON • {206)383 3951 





ERIC 



Have you been thinking you'd like to do SCWETHING to help Southeast-Asian 
refugees but don*t know jusst what or how? Wbuld you like to acquire a skill, 
learn about Indochinese cultures and help people in the process? The Tacoma 
Community House is now training volunteers to teach English-as-a~Second-Language 
to Vietnamese, Cambodian and Lao refugees who are resettling in the Pierce 
County area. If you would like to learn how to help these people learn survival 
English and are able to give tv#o (2) hours a week of your time for three (3) 
months, please call the Tacoma Community House and add your name to the growing 
list of volunteers who would like to receive this training and be of help. 

KNOWLEDGE OF A FOREIGN lAUGVhGE OR PREVIOUS TEACHING EXPERIENCE ARE NOT 
REQUIREMENTS; SENSITIVITY TOWARD AND TOLERANCE OF CULTURAL DIFFERENCES ARE. 

♦For further information, call Marilyn Bentson at 383-3951 



PREPARING A PRESENTATION FOR VOLUNTEER RECRUITMENT: A WORKSHEET 
B ackground JPata 

Name of Audience Organization: ^ IXiLe: 

Specific Goal of Presentation: 

Number of People Expected: Age R.mge: 

Visual Aids Needed ^ 

f 

Time Allotment 

Most Effective Emphasis for This Group 

Priorities/Interests of Audience 



Points to Cover in Presentation 

Brief History of our Organisation & What It Does 



2-3 Client Benefits of your Organization 



2-3 Benefits for Volunteers of Your Organization 



Specific Volunteer Opportunities 



Time Commitioent Necessary 



Training Required/Suppllod 



Materials I Will Hand Out 



Don't Forget 

( ) Sign up sheet ( ) Alternate plans 
( ) Follow up mechanism in place ( ) 

Evaluation of Audience Reaction 



© 1979 Public ^tlnagement Institute 



Media Strategy Chart 



coStrategy 



Press Release (news) 



Advantages 



reaches wide circulation through print" 

and electronic media 

free publ ic Ity 

press coverage lends clout 



Public Service Announceraenr 
(PSAs) 



"free ads" on air 

good tool for public education 



Free Speech Message 
(FSMs) 



Calendar Listings 



free 

allow* you to say anything about any 
issue without censorship 

good for reminding people of date, time, 
place of events 



Interview show 



free publicity 

allows you to clarify issues in more in- 
depth way ik hour vs. a one minute PSA 
or short article) 

provides public lorum for your issues 
allows you to speak for yourselves 
(represent yourselves) rather than rely 
on interpretation of reporter 



Limitations 



not good for a 1 irai ted /small audience 

may not be best place for reaching target 
aud ience 

time of day (newcast), page article appears 
on (newspaper), size of article or length 
of story affect whether audience sees article 
and its effectiveness 

often aired at odd hours (low audience; prime- 
time goes to those who pay) 

if station produces ad, often done in cheapest 
way: one person talking; no editing, no 
slides or music, no film or tape, 
if you produce PSA it must meet quality stan- 
dards of station 

is usually produced cheaply and Is hence 
boring (may not reach audience) 
may not be aired at good hour 

primarily good for event publicity; not for 
general PR 

only gives who, what, where, when 
may not be seen 

limited audience 

usually produced cheaplv; appeal of "talking 
heads" limited; many people tune out after a 
short time 
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Strategy 



Advantages 



Limitations 



Slide- tape , Video 



Banner 



Bus Poster 



Public Service Advertisement 
(newspapers) 



Event or Action 



Press Packet 



Newsletter 



visual presentation of issues, facts 
and resources 

good stimulus for discussion 
experiential (visually) 
adds variety and interest 

eye-catching 

adds to feeling of event or festivity 
creates sense of community involvement 



hinting the coimnuter crowd (and youth/ 
elderly) 

ccxild be more attention getting than an 
article 

good as supplement to article for pu- 
blicity for event 

good chance of getting coverage 
gets public attention 
could be entertaining or educational 
brings issue to the streets or the com- 
nrnnity 

allows you personal contact with public 
creates media follow-up interest and image 
in community 

gives media background information on group needs to be updated 
and issues 

could lead to more in-depth story 

good for networking 
in-depth information 
provides forum for consiiunity people 
acts as clearinghouse for information 



expensive (possibly) 

need pt-ople to present the tape 

need equipment 

need people to put it together 



must see that banner is delivered and taken 

down at proper times 

each town has own stipulations 

could cost up to §300 if done commercially 

cost (about $1*00 per bus plus printing) 
limited audience 

roust run a week to be effective (if only run 
a few days, some people may miss it) 
costly (generally 25% off regular price of 
newspaper ads) 



much planning necessary 
t ime^conauroing 
materials may be needed 
requires pre^-publicity 



costly 

::ime consuming 
needs a staff 
needs submissions 
needs to remain lively and relevant 
needs miroeo, printer 
need deadlines 
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SCraCegy 



Advantages 



o Press Coverage at Meeting 



Informs those who didn't attend 
meeting of declslons/proceedlnj^s 
more in-depth than press release 
useful for raising public opinion 



Press Conference rall«; a^^•^in^^^w, ^ 4^ ^^ 

cdkis attention to a situation 

useful for announcing findings, 
publication of facts, results of 
studies, clarification of an action, 
making announcements or demands, brings 
ou.^ the press; makes an event out of 
your news 



Columns or Regular 
Features; Article Series 



provide In-depth public education on 
Issues 

provides forum 

keeps your group/issue in public eye 



Photos/Artwork good way to bring visual attention to 

issue 

attention-getting 
could be used as filler 



Brochure Handout 
Mailer etc. 



direct mail insures you reach intended 
audience 

is a tangiole reminder for people 
can be more eye appe.^ling/at tention- 
getting than articles 



Poster 



attracts attention 
additional exposure 
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Limitations 



possibility of misquotes 

interpretation of reporter may differ from 
your own 



difficult to find right time of day to nold 
so all press can attend and meet chat day's 
deadline 

difficult to get the press to come unless 
something very important 

could be a lot of effort for little return 
place is crucial 

difficult to convince media to do 

need enough information to generate several 
articles 

weekly deadlines 

take lots of person hours 

takes a lot research 

could be costly 
photos may not be returned 
may send out more than get used (cost ef- 
fective?) 

needs to meet papers' standards 

could be costly 
often thrown away 

some people have an antagonism to mailings 



need people to post 

location of poster important (or may not reach 

audience 

cost 
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2.2 Vohinteer Information Form 

VOLUNTEER INFORWION FORM CHECKLIST 
Name 

Address 

Home Phone No. 

Work Phone No. 

Age (optional) 

Travel Experience 

Interests and Hobbies 

Foreign Languages spoken or studied 

Special training and skills 

_ Educational level: high school 9 10 11 12 college 12 3 4 grad 1 2 3 A 5 

Teaching or related experience 

Previous volunteer experience 

Person to contact in case of emergency 

How did you hear about our program? 

Transportation available 

Times available for training WEEKDAYS _EVENINGS ^SATURDAY 

Times available for teaching _ WEKCDAYS _EVENINGS ^.SATURDAY 
(Include days, hours) 
Length of commitment to teaching (number of months or weeks) 

Preferences for teaching (number of students, students' age and sex 

proximity) * 
Teaching sice preferred: own home__. student's home 



agency ,other 



Restrictions which might/will affect vour availahiMr^r fr.^ i . 
work ( family ««,.t, u J 1 "tict-v your availability for volunteer 
work (family, work schedules, transportation, vacation plans, etc.) 



Eiaployer 
Work History 



Why do you want to volunteer to teach English to refugees? 



VOLUNTEER INFORMATION FORM: 

NAME_ 

ADDRESS 



WORK EXPERIENCE 



EDUCATIONAL BACKGROUND (circle last year completed) Grade 5 6 7 8 High School 12 3 4 

College 12 3 4 Graduate School 12 3 4 5 Degree (s) 

LANGUAGES SPOKEN OR STUDIED 

PREVIOUS VOLUNTEER EXPERIENCE 



SAMPLE 22 
DATE 



BIRTHDAY 



HOME PHONE 
WORK PHONE 



TRAVEL, INTERESTS, HOBBIES 



TEACHING OR RZIATED EXPERIENCE 



WHY DO YOU WANT TO TUTOR? 



HAVE YOU HAD ANY FORMAL TRAINING IN TEACHING? 
and how long ? 



TRANSPORTATION 
TIME AVAILABLE 



ESL? If yes, where , whei 



Do you have a car? 

Do you carry auto liability insurance? 

Days per week 

Hours 



YES 



NO 



Minimum time conanitment (hours, weeks, or months) 

On a regular basis? YES NO 

PREFERENCES FOR TUTORING, IF ANY (age, sex, proximity, schedule) 



PLACE PREFERRED Own home 

Other 



Student's home 



WHO REFERRED YOU TO THE PROGRAM? 

PERSON TO CONTACT IN CASE OF EMERGENCY 



COMMENTS : 



SIGNED 
DAIE 

********* ARRANGEMENTS MADE * 

STUDENT(S) 

ADDRESS 

PHONE 



TIME AND PLACE 



TRANSPORTATION ARRANGEMENTS 
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2.3 Interview 





As a COORDINATOR, you need to 
have certain information about 
the volunteer from the VOLUNTEER 
I NFORMATION FORM in order to 
make an appropriate placement; 
not all potential volunteers 
should teach ESL to refugees. 



The VOLUNTEER needs to consider 
a written JOB DESCRIPTION before 
making a commitiaent to join your 
organization; not all potential 
volunteers really want to teach 
ESL to refugees once they know 
the responsibilities involved. 




An INTERVIEW allows both you and the volunteer to clarify any questions 
you may have before reaching a mutual understanding about the next step. 

Most often you'll have your initial contact with a volunteer over the 
phone when she calls to express Interest in your program. You mav be 
so thrilled with any response that you say. "Oh, thank you for calling. 
When can you start?" Truly, however, this hasty reaction is not fair 
to your program, the volunteer, or the students. Simply explain to 
the potential volunteer that you'd like to meet with her to discus"? 
the program in detail. Perhaps arrange the interview when the volunteer 
can observe an ESL class or tutorial session. If the volunteer works 
other arrangements might be made: before/after work, Saturday morninc 
before/after church, lunch time, day off, evening. 



The VOLUNTEER PHONE LOG form is designed to help you keep a record 
of your conversations with potential volunteers; rather than paper 
slips floating on your desk, you can keep a file. 



ERIC 
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GETTING READY: Before the Interview 

1. Have the TUTOR INFORMATION FORM and JOB DESCRIPTION of volunteer 
ESL teachers available. 

2. Have coffee/tea/cocoa ready to offer. 

3. Have accessible any visual aids to illustrate the program: 

- pictures of actual volunteer ESL teaching situations 

~ calendar with class schedule, training sessions, monthly 
meetings indicated 

- newspaper articles describing your program or refugee concerns 
TUNING IN: The Interview 



1 

2, 

3. 




Make the volunteer comfortable physically: offer soiriething to 
drink; provide a quiet place for the interview; take her coat. 

Get acquainted: share some infonnation ahout yourself to let the 
volunteer know she'll be working with. 

general^^^^"" overview of the agency and ESL refugee program in 
A. State the purpose of the interview. 

5. Give the volunteer the APPLICATION to fill out; while you read the 
application, give the volunteer the JOB DESCRIPTION to read. 

6. Ask some of the following open-ended questions: 

What have you enjoyed most about your past volunteer experience? 

What sort of people do you enjoy working with? 

What sort of people don*t you enjoy working with? 

What do you consider your greatest strengths and weaknesses? 

What motivates you to make your greatest effort? 

What 2 or 3 accomplishments have given you the most satisfaction? 

How does our volunteer program fit into your own long range goals? 

Which of your skills do you think will contribute most to our 

agency? 



What is the biggest reason you've chosen to volunteer for our 
agency to teach ESL to refugees? 

What experiences have you had with people cf different cultures? 



m 
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If after the interview questions you feel the volunteer l8 not 
appropriate to teach ESL to refugees, don't be reluctant to steer the 
volunteer in another direction* Both of you will be happier in the 
long run if you suggest alternatives now: 

1, Describe other ways the volunteer may be better suited to 
help your program (type, provide transportation, babysit, 
laake materials, write the newsletter, do public relations 
work) • 

2, Refer the volunteer to the United Way Volunteer Bureau for 
other volunteer opportunities which will match the volunteer's 
Interests and skills more satisfactorily. 

You may want to give the volunteer an opportunity to consider the 
prospect of teaching before making a final commitment. While waiting 
for training, arrange for a visit to an ESL class or tutoring session. 
Watching students with teachers will help volunteers decide. 



CONTRACTING: Reviewing the Situation 

1. Detail thp specific requirements and schedules of ESL training 
and teaching* 

2. Answer any questions the volunteer may have. 

3. Clarify any information on the application concerning preferences 
and schedules. 

4. Come to a mutual decision about the commitment: sign up for the 
next training, visit classes, . . . • 

5. Reiterate the next step: make a note to send notice of next 
training, schedule visitation. 

6. Have the volunteer actually sign a contract as a statement of 
commitment to your program (see the following page). OPTIONAL 
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VOLUNTEER CWJTRACT *** 



Postion Title: English as Second Language Tutor 

Program Objective: To assist persons for whom English is a second language 
in learning or improving their English language skills— listening, 
speaking, reading and writing (in that order)— bo that the student 
can function more fully in the comam.lty. 

Time Commitment: 2 hours minimum teaching time per week, preferably 
spread over at least 2 days, for 3 months. 

Responsible to: Volunteer Coordinator, Tacoma Coimnunity .louse. 

******** 

Position Resonsibilities: 

* To become familiar with and learn rr, basic texts and materials 
by participating in basic ESL training. 

* To attend monthly share sessions. 

* To tutor non-English-speaking adults in English, in their 
homes or :>ther suitable site^. 

* To be reliable and on tiue on regularly scheduled days. Give 
as much notice as possible if you are unable to meet with your 
student and arrange a mutually satisfactory time for a make-up 
session. 

* To plan and carry out lesson plans. Consult your volunteer 
coordinator if there are any questions about the plan or 
oiaterials. 

* To keep records of your student's progress and keep a record 
of the hours spent with your student each month. 

* To realize that all acts of assistance will be performed 
without financial compensation. 



I have read and understand the above and agree to carry out the 
responsibilities as described. 



Signed 

Volunteer 

Date 



Volunteer Coordinator 
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POST INTERVU:^ EVALUATION WORKSHEET 



Inatructlous: Rate the interviewer on a 1-10 scale on each of the following 



1. Put the interviewee at ease at the outset. 



2. Create a productive* open atmosphere* 



3, State the purpose of the interview succinctly and clearly. 



4, Work fojT consensus • 



5, Ask open--ended questions « 



6, Encourage the interviewee to talk about herself. 



?• Paraphrase or "play back" key points to gc-t n»re information from 
the client* 



8, Listen actively. 



9. Start ,4 positive coipments before moving on to negative ones. 



10. Find out what the interviewee is thinking. 



11. Be open to accept the interviewee* s feelings. 



12^ Display open %ody lan*^ age" and good eye contact. 



13. Avoid interrupting the interviewee. 



14, Deal with one subject at a tlnie* 



15. Suniraarize before moving on to next point. 



16. Check to make sure interviewee understands key points. 



17. Close on a positive note. 



18. Agree on action plans with deadlines. 



19. Set up a follow-up interview (if necessary) 



Q 1979 Public Management Institute 




(10 best) 



THE INTERVIEWER SHOULD 



RATING 
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VOLUNTEER PHONE LQG 



t 



Date^ 
Name 



Initials 



Address 



City_ 



Zip 



Phone 



Referred by 

□send ^Packet ( s ) i Mailed^ 

Qconf irmed for next workshop 
Qoffice visit 



Date of workshop 
Cranments : 



VOLUNTEER PHONE LOG 



Date 



Initials 



Name 



Address 



City 



Zip 



Phone 



Referred by 

QSend^ Packet (s) : rsailed_ 

Qcon firmed for next workslrop 
□office visit 



Date of vforkshop^ 
Comments : 




VOLUNTEER PHONE LOG 



Date 



Initials 



Name 



Address 
City 



Zip 



Phone 



Referred by 

Qsend Packet (s) : Mailed 

Qconf irmed for next workshop 
Dof fice visit 




Date of workshop 
Ccmsi^ntss 



VOLUNTEER PHONE LOG 



Date 



Initials 



Name 



Address 
City 



Zip 



Phone 



Referred b y 

□send Packet (s) : Mailed 

C^onf irmed for next i^rkshop 
Qoffice visit_ 



Date of workshop 
Conmients : 
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3 TRAINING 

Volunteers deserve professional ESI. teacher training and an orientation 
to your program. Adequate training at the onset of the progr^ 
can provide the structure that will instill confidence in youT tutors 
In addition, training for volunteers lends a feeling of professionali^n, 
ll^ir.'rr^^ Volunteers are not paid, but a'senL o^ do " 

thit It ^"^P^'^^^"^ doing it well will foster the cotmnltment ' 

cnac It is necessary for volunteerism. 

3.1 Arrange for Tralr^g 

Most people volunteer with a desire to help and many doubts. "How can 
I teach my student English if I can't even talk to her?" "1 reallv 

them'" TfnrI'' ^"'^P^^' ^^^^ ^^^It 

them? Before your volunteers plunge into teaching, they need their 

questions answered. Since you're probably not an ESL expert and are 
of L"n?ng:' provides-^ur volunteers three areas 

• Basic ESL Training with cultural orientation helps the volunteer to- 

- Increase confidence 

- develop skills which will tranfer to a later job 

- acquire basic ESL teaching techniques 

- effectively utilize the curricula 

- establish friendships with fellow volunteers 

• Follow up Special Topics Workshop s give your volunteers: 

- additional teaching skills 

- continued contact with other ESL tutors 

- answers to questions about their students 

• ^^yiu^l^tMe^ volunteers to- 

- ""^^"^/^ ^th^^ih^^^^^^Ki^Tee^^ the state 

- acquire professional development in ESL 

- expand their knowledge to include cui rur-ai ^ 

of tutoring New Americans cultural and social aspects 

CONSIDERATIONS ; 

People volunteer eager to train and begin tutoring. To prevent their 
wandering off while waiting for training, have the volunteer: 

- Observe a DSHS or other ESL class as an integral part of training; 
the new volunteer will gain confidence and acquire more teaching 
techniques. ^ 

- Go with an experienced tutor to a home lesson. 

- Develop a picture file. 

- Attend a showing of "Becoming American." 

- Attend an ORIENTATION MEETING to meet other new volunteers and 
learn about your program. 

- Help with specific prc-»"am task 
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TRAINING CONFIRMATION AND OBLIGATIONS 
PROGRAM 

PHONE 

SCHEDULE 

COMMENTS 



COORDINATOR 

TRAINING DATES 
WORKSHOP SITE 



COORDINATOR CHECKLIST 

Pre-Traininq Obligations ; 

-d^L^fl'^'' ^""f ^ ^^'^ ^''^^^ assessment and orientation: describe program; 
dxscuss your goals, VTP expectations and services, describe materials and 
distribution policy; more... 

recruit and test students 

interview and screen volunteers 

_ hold an orientation meeting about your program for the new volunteers 

— secure minimum number of volunteers to be trained ( ) 

— make arrangements for scheduling training site 

_ arrange for tables and chairs, ^blackboard, _film projector/screen ~ at site 
notify volunteers about the time and place of training 

-enure Sinino". n^f h "^T^^^^ distributed only to those who attend the 

entire training and have been assigned tested students 

^organize a potluck or encourage volunteers to bring sack lunches for all-day trainings 
On-site Obligations : 

—Sefu iftn"?L^,^?r.^^''^ "^^^ necessary arrangements to open doors, 

neip witn last minute emergencies, etc. 

— attend entire training (if you haven't already) 

supply coffee/ tea/cocoa {it's a nice touch) 



3.2 Orientation to Program 

Individually recruited volunteers need to acquire a sense of community 
with others In your program. A group orientation meeting Is an oppor- 
tunxty to acquaint new volunteers with each other as well as familiarize 
them with your program and the refugee community. Strangers can leave 
the meeting with a sense of their common mission. 

• Offer the ORIENTATION session at a variety of tlme:^ to accommodate 
everyone 

• Meet In a comfortable setting conducive to easy cummuncation. 
0 Serve refreshments. 

• Provide variety during the presentation: slides, discussion, lecture, 
tour, exhibits, visual aids ... . t , 

• The content of the orientation might Include the following: 

THE BIG PICTURE 

- the history of refugees 5n the United States 

- the refugee situation in Washington State 

- the status of refugees in your local area 

ESL FOR REFUGEES IN WASHINGTON STATE 

- explanationof state-funded ESL classes 

- description of how your program fits into the picture 

YOUR ORGANIZATION 

- history of your program 

- the purpose and goals of your organization 

- how you relate to other organizations in the area 

- funding source 

- names and functions of your key staff members (perhaps introduce 
some of the members to the new volunteers) 

- hours, holiday schedule, rules of your agency 

- physical layout of building (include a map, conduct a tour) 

- announce coimnunity meetings of possible Interest (Refugee Forum) 

- announce future meetings: follow up workshops, monthly meetings) 

Allow time for open communication of concerns, fears, comments and 
questions. 

Make time for people to get acquainted informally during a coffee 
break or in small groups sharing feelings. 



0.2 ORIENTATION) 



Avoid tutor burn-out by making it clear to volunteers that they are 
not responsible for attending to all the social, medical, legal and 
personal needs of their students; give the volunteers the COMMUNITY 
RESOURCE FORM which lists agencies with phone numbers and contact 
people for them to refer to when presented with a situation they 
are not equipped to solve. APPENDIX E, the Refugee Resource Guide, 
was compiled in Pierce County; while it details specific services in 
that area, the general ideas and format should be useful for you 
in compiling a similar project for your community. 

Evaluate the effectiveness of the orientation by obtaining written 
evaluations; the input will help make future orientations even better. 

"Becoming American" is a powerful film which chronicals the journey 
of a Hmong family from a Lao village and Thai refugee camp 
downtown Seattle. This effective film ia appropriate for all 
potential and new volunteers. 

The thirty minute version of the film is now readily available 
locally. The Washington Association of Churches has obtained 
funding from a private donor for the purchase of five copies of 
the film. They are available for use onl^ by refugee, church and 
community groups in Washington State.* cnurcn, and 

The film should be ordered directly from the Religious Broadcasting 

SninJ°"pJ^'''''^'.?o^^r' ^"^-^l^B-""- Bldg.. 521 wall St., Seattle. 
WA 98121; Phone: (206) 682-0608. * 

There is no rental charge for the above groups; a service charge 

of III fn^K Sii"®- storage, inspection, cleaning, and repair 

of the film by the RBC. an ecumenical media organization. 

The "Becoming Amerlcan"Sfndy/n^..»ee4^. wrltKen by Susan Brooks 

u Weill, will accompany each request for the film. 

* Due to contractual agreements between the film producers and the 

n ^^"^""^ systems must order directly through 

New Day Films. (201) 9B1-82A0. for a rental fee of fifty dollars 
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COMMUNITY RESOURCES 



ORGANIZATION 


ilONT\trr J»KRSON PHONE NO. AODRKSS COMMENTS 


Lumstunity Collef^u fcSL Progititn 


^ — 








County Refugee Forum 












uental Clinic 






. , _ 




uhHS Cooununlty Service Office 










Emergency Food 










Employment Office 




— 


■ 




Ethnic Market 




^ 






Family Planning 






~ 




Fire Department 










Health Department 










Housing Assistance 










Legal Assistance 










Medical Clinic 










Mutual Assistance Assn. 










Poison Control Center 










Police Department 










Public Assistance 










Refugee Employment 










Second Hand Clothine/Furni ^llrp 










Sponsor 










Translator/Bilingual Friend 










Vocational Education 
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4 PLACEMENT 

Placement Involves the art of matching individual students with tutors. 
Locating and assessing students is just as vital as finding and training 
volunteers; once you've acquired and trained volunteers and assessed 
students, you re ready to connect them. 

1. locate students. 

2. Complete STUDENT INFORMATION FORM. 

3. Assess student English needs with CENERAL PLACEMENT EXAM. 

4. Connect the student with the tutor to arrange a lesson schedule and 
location. 






4.1 Locate Students 

Contact the following for referrals: 

1. DSHS ESL classes: often located in local community colleges* 



2, 
3. 



5. 
6. 



Community Service Office (CSO) at State Department of Social and 
Health Services 

Vocational Training Programs 

- CETA 

- Vocational Training Schools 

Mutual Assistance Associations (MAA's) : ethnic organizations of 
peoples from Laos, Cambodia. Vietnam. Ethiopia, Poland, etc. 
Churches sponsoring refugees 

Volags: voluntary agencies that sponsor refugees in the United 
States 



Place native language flyers in public places: ethnic markets, 
laundromat, supermarket, housing complex. 

Take a bilingual person with you to refugee housing for direct 
recruitment. 

Attend your county Refugee Forum to announce your tutoring program. 
*See Aopendlx g 
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4.2 Student Inf cmnatfon Form 



STUPENT INFORMATION FORM CHECKI.T.T (You tnay need an interpreter or family 
member to gather the information) ^V^^^^r or tamiiy 



_ Name 
_ Address 

Telephone No, 
^ Nationality 

Ethnic Group 
. Age 

Sex 

Marital Status 

Children 

Native Language 

Literate in that language 

Other languages spoken 

Literate in those languages 

Previous education in own count r> 

Education in U.S. 



ARRANGEMENTS MADE 

Tutor 

^ Address 

Telephone 

. Time and place 

Transportation arrangements 

Date of first class 



Previous English experience: 
English in refugee camp 
Presently employed 
Where 
Hours 

Previous work history 

Time available for study; day /week 

Transportation available 

Place available for tutoring 

Referred by _ 



where, when 
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Date 

STUDENT INFORMATION 



Name 



Nationality 



Address 



Native language 



Age Birthdate 



Telephone ^ Sex 

Sponsor's Name Marital Status 

Sponsor's Address Children 



Sponsor's Telephone 
Previous education 



Literate: YES NO^ Which language(s) 

How long in U.S*? 

Previous English study or contact 



Present employment: YES NO Where? 

Future goals/plans 



Time available: Day /week 

Hours 

Transportation available: YES NO 

Additional coniments: 



ARRANGEMENTS MADE 

Tutor 

Address 

Telephone 
Tlnwe & Place 



Transportation Arrangements 



4.3 Assess Student Language Needs 



The GENERAL PLACEMENT EXAM developed by the VTP provides you with the 
information needed to place a student in one of the curricula provided 
by the project. The exam, score sheets, and teacher's booklet are 
located at the back of this handbook. The exaro results can help you 
place students in the appropriate ESL class. In addition, the students' 
English level may determine the amount of tutor time required of an 
individual tutor: 

Recommended Time 

PRELITERATE I and II 1 - l^s hours daily/2-4 days per week 

BEGINNING I and above i - Ik hours daily/1-2 days per week 



4.4 Connect Student with Tutor 

Connecting students with tutors can begin once you've collected all 

the information. Consider and compare data about the PEOPLE and PLACES, 

use your judgment and instinct, and poof I You've made a matchll 




STUDENT INFX)RMATION FORM 

- personal information; 
language/educational background; 
prior English instruction 

- time available 

- transportation available 

- tutor location desired 

GENERAL PLACEMENT EXAM 

- ESL level 

« English goals 




TLTOR INFQRMATIOK FnT?v 

- personal information; 
preferences, interests 



- time available 

- transportation available 

- tutor location desired 

> ^ . — ^ 

- determine curriculum 

- place in appropriate class 

- place with appropriate tutor 
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(4.4 CONNECT STUDENT WITH TUTOR) 



STUDENT'S HOME 




CENTRAL LOCATION 




TRANSPORTATION 





Is location convenient for 
tutor to get to? 

Is the home on a bus line? 



- Can students arrange transportation? 

- Is the location on a bus route? 

- Is the location convenient for the 
student? 



SETTING 



Can distractions be minimized? 

Can babysitting be arranged? 

Is tutor aware that she needn't 
feel responsible for all of the 
needs of her student's family? 



" Are child care facilities available? 

^ Is the space conducive to group or 
individual tutoring? 



SCHEDULE 



Flexible schedules can be 
arranged for both tutors and 
students. 



All students and tutors must be 
available at the same set time. 
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HERE ARE SOME CONSIDERATIONS TO MAKE WHEN MATCHING SVUDENTS WITH 
TUTORS: 



« Home tutors have a tendency to wander off with their students never 
to be heard from again. So, after matching and arranging the lesson 
setting, establish a CHECK IN SYSTEM: 



S M T W T F S 
. o 



. o 



S M T W T F S 
. o 

. 0 



S M T W T F S 



write dally lesson lo^s 
call in every 2 weeks 

send or call In monthly attendance 
with tutor hours 

come in. for interview to evaluate 
experience and determine if tutor 

1) wants to end 

2) wants to continue with same 
student 

3) wants to continue with 
different student 



You might attend the first home visit to Introduce the tutor to her 
student and determine the schedule, length and frequency of lessons; 
this initial meeting can also occur at a central location. You can 
test students, complete their STUDENT INFORMATION FORM, introduce 
them to their tutors, and make the lesson arrangements all at onre 
with the aid of an Interpreter. Try whatever works for you. 

If group tutorials are arranged, place students with similar 
English levels together. This may mean breaking up a family to 
avoid the more verbal members from doing all the talking and 
learning. 



If the tutor can only meet once a week, have her tutor a higher 
level student who doesn*t need as much consistent practice. 
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VOLUNTEER: 



3 VOLUNTEER TUTOR L0(; 
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5 RECOGNITiON 

Individual volunteers decide to teach English to refugees for a myriad 
of motivations. As we discover these personal reasons during the 
interview, we can innnediately begin to recognize and meet these needs. 
Few volunteers are thrilled with the thought of a certificate at the 
end of a years' conmitment as their only reward. Most would rather 
receive a birthday card, have access to a resource library, a phone call, 
additional training, a vacation, or an invitiation to a potluck. 
You must be prepared to offer a wide range of support for your 
very special volunteers. 

Five common volunteer motivations for teaching English to refugee 
students are described on the following pages. Each motivation 
is accompanied by a long list of ideas for recognizing these needs. 
No one can do everything, certainly, but your idea of support might 
be expanded by this list of options. 
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EXPRESS APPRE CIATICMi IN A VARIETY OF W?VYS FOR DIFFERENT VOLUNTEER MOTIVATIONS 

i. Pt^SSIONAL DEVELOPf€^f T; looking for wrk experience, training, 

increased skills 

announce additional ESL workshops 

write job recomendations: document training, experience, hours, skills, duties 

develop resource library and bibliography of ESL and cultural materials 

write letter of appreciation to employer 

provide evaluation of job performance; include positive feedback as well 

as discussion of areas for iji^rovement 

IMresent certificate documenting training and tutor experience 

provide credit f rcan school 

send newsletter with further teaching tips 

aiuiounce job notices in related areas 

provide professional ESL training before teaching 

2. SOCIAL EXPERIENCE; want to meet other people with similar interests; 

establish supportive relationship with refugee family 

organise orientation as a group social to meet others 

— arrange gatherings of volunteers, students, and families: picnic, pot luck, 
brown bag lunch, holiday parties, staff socials 

— set up a volunteer lounge with coffee/ tea as a place to chat with you 
and other volunteers and staff 

— use a rolef lex card system to collect personal comments about individual 
volunteers 

offer group teaching in central location 

Ijave volunteer attend TALK TIME 

take a volunteer for lunch 

provide regular phone contact to keep in touch 

3t SERVICE; want to improve conditions in society, help an individual 
acquire skills for self sufficiency 

— arrange letters or acts of appreciation from students/ program 

— keep records of ways volunteers help, numbers of students served; 
publish the information 

— assure the volunteer that she's making progress; provide evaluation, 
follow-up 

— write newsletter articles about the effects of volunteer teaching 

— have active volunteers describe experience as part of orientation 

— arrange filw, speaker to allow volxanteers to get sense of contrlbutina 
to the solution of a global problem 



44 



t 



ERIC 



^, RESPONSIBILITY! capable, interested in accomplishing other tasks 

— ask for Input from volunteers affected by decision before making decision 
P^^^S^'s^J^ing *^ participate in planning, evaluation. 

~ ask volunteer to help train other volunteers: observe, orientation 

— delegate soote of your responsibilities to capable volunteers 

~ ?uc\'^^^^^L^i^^^^^ "^""^ newsletter, pot- 

^ask to help redesign brochures, slide show, interview process, orientation 

— ask for recruitiaent ideas 

^ provide specific training for volunteer taking on new role 

— invite to program staff meetings 

5. f^PIVIIm TO^>TM- acknowledge special needs of each individual volunteer 
~ r™::re?c™" ^° ^-^--^ - co^unication. stress 

— avoid burnout by giving vacations, change of pace in work 

— utilize unique talents and interests 

— check to see how things are going; allow for change of assignment 

— provide social service list of community resources 

— carefully match volunteers and students 

^ write newsletter articles about individual volunteers 

— send cards: birthday, valentines, Christinas 

organize an appreciation program, invite the director, board members 

have students provide food, entertainment 
present certificates of appreciation 
~ Sf^^t^''''^''^^ highlighting a special volunteer in newspaper, radio, 

— nominate a volunteer for award 

— procure bennies: free tickets, discounts on materials 

^ ZffZ LTtys'.fr!'^^' babysitting 

— send special thank you for special service, personal note, flower 

^ ^^^elJ^r^" ^"^'^ relations: speak about program from personal 

— provide transportation to program functions 

— send thank you letter at end of volunteer service 

tZTt^ inten^iew to say thank you; encourage the volunteer to 

honestly express her evaluation of her experience voxunteer to 

— enroll volunteers over 60 years old in RSVP; they receive liability 
car insurance and 16C mileage 

5b 



EXIT INTERVIEW 



Name 



Date 



Address 

Reasons for leaving the organization 



1, During your association with our organization you have had many 

experiences. Ple«*se share with us what you found the most satisfying 
and least satisfying experiences • 

Most satisfying 



Least satisfying 



2. We are always trying to improve our volunteer training and placement. 
Please rate and remark on the training you received during your work 
with our organization. 

Position held 

Comments 



Training received 
Consnents 



3, Please rate your training (circle one) 



EXCELLENT 



GOOD 



FAIR 



POOR 



NO OPINION 



Please rate your placement (circle one) 



EXCELLENT 



GOOD 



FAIR 



PO{)R 



NO OPINION 



Thank you for volunteering with us« 



Signed 




1979 Public Management Institute 
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20 PHRASES TO PROMOTE COMMUNICATION WITH YOUR VOLUNTEER 



/ P Phrase 





1 , How do you feel about • • • 




2 , fcfhat would you like • • • 




3 . What is really gooa In . . , 




4 . Looks like you're . . . 




5 • I sense that • • . 




6 • How is it going • . • 




7 . What's troubling you . • • 




8 , It sounds like . . • 




9 • Hew do you see . . . 




10 , Say a little more about that « • « 




11* What I hear you saying is , • , 




12. It feels as though . . . 




13. I'd like to cou^ back to that later * . . 




14. Can you hold that a minute . . • 




15. What is the purpose of . . . 




16. ... is that how you see it? 




17. Let's check that out with . . • 




18. How do you see the problem • • . 




19. Do you see it differently? 




20« Can you tell me about it? 



(c^ 1979 Public Management Institute 
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^eco^oit^ofjompletlon of a basic ESL trainiiiF ^ 
and for mf^ntha of ▼ohmtef- S^^^^"^?**^ ^ ^ 



in the 




MARILYN BENTSON 

VTP Coordinator 
Volunfaor Trainfng Projac! 

TACOMA COMMUNITY HOUSE 
PO Bo« 5107 
latt Soulh MSUast 
T«co«T»*. Ws&hingfon 9840S 
383-3951 



Program Coordinator 



GO 




SEATTLE ART MUSEUM 



ASIAN ART EXHIBIT 



plus 



Potfuck Supper at Volunteer Park 




DAY: 



Thursday, July 28 (a free admission day to the Museum) 



TIME: Mee at the Conwnunlty House at 3:15 p.m. 

We li return at approximately 8:30 p.m. 

BBING: Your family, some food to share. 

Paper plates and cups, spoons and forks wi 11 be provided, 



* Please give the translated invitations to your students. Tell them to call 
me ahead of time If they want to go so that 1 can arrange enough transportation. 
Anita Bell: 383-3951 (days) or 922-9107 (evenings). 
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c9 1> ^^af S^^O 




Tlec h^p n^t dahh cho thay giao va hoc slnh fi 

vab ngay 25 thang 6 trf 3 Jen 6 r1<? chieu tal g 

tiright Park. ^ 

Oay la isot dip de cam ta oh thay hay ttifa gla ^ 
ainh va mang thJc an ffen ae^cung chung vui. 



O 
3 



fid 

I 

0) 



.^c^^ ^^^4:^:^ »^ 

n -I or T 2 » 
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5.2 Assessment 



Try not to be Inf imidated by the thought of assessing your program. 
As coordinator, you're often asked to justify the use of volunteers 
and evaluate their effectiveness in teaching English. Your volunteers 
also need an opportunity to discuss the value of their experience. 
Here are some ideas for collecting information: 

• ATTENDANCE/ VOLUNTEER TUTOR LOG: 

- records tutors' conraltnient 

~ documents length of service to conununity 

• LESSON LOG: 

~ records lessons taught to pass on to future tutors of the 

same student 
~ encourages a sense of accountability 

• 3 MONTH/EXIT INTERVIEW: 

~ allows you to learn if your tutors are content in their 
placement or need a change 

• SHARE MEETINGS: 

- give volunteers the chance to discuss their successes and 
problems with others 

- provide a setting for getting group concensus on possible 
changes in the program 

• INFORMAL STUDENT ASSESSMENTS: 

After a few months or at the end of a tutoring period, meet with 
the student: 

- give the GENERAL PLACEMENT EXAM again as a post test 

- note any general changes in their language and social skills 
(e.g., offers you a seat, easily responds to a greetinp, 
calls up when ill, picks up the phone) 

• INFORMAL TUTOR ASSESSMENT: 

Ask your volunteers some of these questions: 

- What are the strong points about working here? 
~ What do you like least about volunteering here? 

- What is one thing that would make your experience better? 

- What was your best and worst experience this week? 
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VOLUNTEER ESL PROGRAMS ASSISTED BY VOLUNTEER 
TRAINING PROJECT (TACOMA COMMUNITY HOUSE) 



King 



ASIAN RESETTLEMENT CENTER 
15479 NE 4th 
Bellevue, WA 98008 

Lisa Lovell (work) 643 - 3558 
Individual 



LAKE WASHINGTON UNITED METHODIST CHURCH 

Susan Reynolds (home) 827 - 8350 
7506 130th Ave. NE 
Kirkland, WA 98033 
Individual: in the home 



BELLEVUE SEVENTH ADVENTIST CHURCH 
15 - 140th NE 
Bellevue, WA 98005 

Eleanor Ritz (home) 451 - 3661 
Duane Childs (home) 881 - 6105 
Individual 



CATHOLIC COMMUNITY SERVICES 
Refugee Resettlement Program 
810 18th Ave. # 108 
Seattle. WA 98105 

Beth Dominlck (office) 323 - 9450 

(home) 524 - 9924 
Individual: in the home 
Talk Time 



FIRST COVENANT CHURCH 
1500 Bellevue Ave 
Seattle. WA 98122 

Bea Hovig (church) 322 ~ 7411 
Individual 



INTERNATIONAL RESCUE COMMITTEE 
909 4th Ave.. Room 611 
Seattle, WA 98104 

Molly Ryan 623 - 2105 

Group: evenings, vocational program, 

central location 
"Friends of the Family" program: 
tutor visits and 'adopts* family as 
well as teaching ESL, 



LAKE FOREST PARK VOLUNTEERS 

Marlon Black (home) 363 - 3996 

3705 NE 188th 

Seattle. WA 98155 

Individual: twice a week, central 



LANGUAGE INSTITUTE FOR REFUGEES 
University Presbyterian Church 
4540 15th NE 
Seattle, WA 98105 

Carol Littlejohn (church) 524 - 7300 
Groups: days and evenings, central locatlor 
evenings, general classes 
mornings . groups (prevocational) 

Mt. BAKER ESL PROGRAM 

Arlene Philips (home) 442 - 0600 
M/S 505 

2901 Third Ave. 
Seattle, WA 98121 

Kim Tsujii (home) 442 - 2775 
M/S 212 

2901 Third Ave. 

Seattle, WA 98121 

Groups: at Mt. Baker apt. complex 



MT. VIRGIN PARISH 

Sister Michelle MacMillan (office) 382-4579 
2555 29th Ave. S ^5 (home) 322-7818 

Seattle, WA 98144 

Croups: evenings, central location 



NEW AMERICANS LANGUAGE SCHOOL 
6512 12th NW 
Seattle, WA 9811 7 

Millie. Bill Bohall (home) 789 - 0141 
910 NW 73rd 
Seattle, WA 98117 

Individual: evenings, central location 



location. Talk Time 



?BOr:RAMS ASSISTED BY VTP - 2 



SEATTLE NORTH STAKE MORMON CHURCH 

365-0623 

12315 2Sth NE #218 
Seattle, WA 93125 
Individual & small groups 

RIVERTON PARK UNITED METHODIST CHURCH 
3118 S. 140th 
Seattle, WA 98168 

Zella Mounts (church) 246 - 1436 

(home) 243 - 3150 
Individual: evenings and Saturday 
in the home/Talk Time 



SOUTHEAST ASIA DESIGN 

Ann Thomas (home) 322 - 8576 
951 Davis Place South 
Seattle, WA 98144 

Volunteers work in store 

ST. PETER'S EPISCOPAL CHURCH 

Helen Byer (home) 329 - 6442 
P.O. Box 18793 
Seattle, WA 98116 
Group: day and evenings, central 
location 

UNIVERSITY CONGREGATIONAL CHURCH 

Harriet Hunt (church) 524 - 2322 
(home) 524 - 4359 

4204 NE 72nd 
Seattle, WA 98115 

Individual and small group :mornlngs, 
central location 



VOLAG ROUNDTABLE EMPLOYMENT PROJECT 
810 18th Ave., Room 206 
Seattle, WA 98122 

Ann Tippit (office for WAC) 324 - 9675 
Groups: M-F, 4 hours daily, central 
location, pre-vocational 



YWCA/ SEATTLE 

Eleanor Loetterle (home) 284 - 8971 

2534 Westfflont Way W. 

Seattle. WA 98199 

Group: days, central location 



Clark 

SE ASIAN REFUGEE CENTER TUTOR PROGRAM 
ST. LUKE'S EPISCOPAL CHURCH 
A26 E.4th Plain 
Vancouver, WA 98663 

Trish Jennings (office- refugee center) 

693 - 7687 
Groups end individual 



Cowlitz 

LONGVIEW COMMUNITY CHURCH 
2323 Washington Way 
Longview. WA 98632 

Tom Aaams (home) 423 - 6380 
Individuals: In central location 



Grays Harbor 

GRAYS HARBOR LITERACY COUNCIL 
Grays Harbor Community College 
College Heights 
Aberdeen, WA 98550 

Beth Jordan 532 - 9020 ext. 285 
Individual 



Kitsap 

KITSAP LITERACY COUNCIL 
Olympic Center 
3423 6th St. 
Bremerton, WA 98312 

Rollane Vineyard (office of Lit Council) 

478 - 4690 



PROGRAMS ASSISTED BY VTP - 3 



Lewis 



THE PHOENIX CENTER 

Centra lia Conasunity College 

Centralia, WA 98531 

Francis Tanaka (home) 736 - A404 

(office) 736 - 9391 

,,,, ext. 216 

1111 N. Washington 

Centralia, WA 98531 

Individual: in the home, central loc. 

Croups: assist in ESL class 



Spokane 

BARTON SCHOOL 
S. 318 Cedar 
Spokane, WA 99024 

Mildred Marmount (school) 53A - 4526 

(home) 7A7 - 1058 
Individual: days and evenings, central 
location 



Pierce 

CATHOLIC COMMUNITY SERVICES 
5A10 N. 44th 
Tacoma, WA 984.7 

Denny Hunthausen (work) 752^- 2J|5 

Individual & small groups 
Talk Time 



TACOMA COMMUNITY HOUSE 
1311 South M. St. Box 5107 
Tacoma, WA 98405 

Anita Bell (work) 383 ~ 3951 ext. 24 
Individual & group: days, evenings 
Talk Time 



SnohoiTOsh 

SOUTH SNOHOMISH COUNTY COUNCIL OF CHURCHES 

Sister Josephine Armstrong (home) 778-3198 
P.O. Box 206 
Edmonds, WA 98020 
Individual: in the home 



COUNTRY HOMES LANGUAGE SCHOOL 
N. 8415 Wall 
Spokane, WA 99218 

Nancy Abbott (home) 328 - 3887 
Individual: days, central location 

REFUGEE RESETTLEMENT - WASHINGTON 
ASSOCIATION OF CHURCHES 
S, 121 Arthur 
Spokane, WA 99Z07 

Susan Mclntyre (office) 536 - 1303 
"Women helping Women" program tutoring 
groups in home. Days and evenings, 4 
days a week 



Tfmston 

FAMILY LANGUAGE PROGRAM FOR SE 
ASIAN REFUGEES 

Trisha Riedy (home) 352 - 2589 
237 N. Sherman 
Olympia. WA 98502 

Individual, small groups: days & evenlngt 
in the home 



THURSTON COUNTY LEARNING CENTER 
3201 26th NE 
Olympia, WA 98506 

Ramona Hinkle (home) 491 - 5483 
Groups: evenings, central location 
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PROGRAMS ASSISTED BY VT? - 4 



THURSTON COUNTY LITERACY COUNCIL 

Rena Miles (home) 9A3 - 3052 
2024 Barge Ave. 
Olytnpia, WA 98506 



TrhCitles 

MID COLUMBIA LITERACY COUNCIL 

Dorothy Charnock (home) 946 - 6780 
1827 Mahan 
Richland, WA 99352 
Individuals & groups 



Whatcom 

WHATCOM COUNTY LITERACY COUNCIL 
Whatcom Conmunlty College po Box 1292 
Belllngham, WA 98224 

Marilyn Manildi 676 - 2104 
Individual: 5n the home 

.^oups: in state funded classes 

• Ik Time 
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STATE-FUNDED REFUGEE ESL CLASSES 
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BELLIN6HAM VOC~TECH 
3028 Lindberg Ave. 
Bellinghaa, WA 98225 

Mr. Gary Glaze 
Phone: 676-6490 

CLARK COLLEGE 

1800 E. McLoughlin Blvd. 

Vancouver, WA 98663 

Mr. Randall Dick 
Phone: 699-0251 

CLOVER PARK VOC-TECH 
4500 Stcllacooni Blvd. S.W. 
Tacoma, UA 98499 

Dr. Gordon Quick 
Phone: 584-7611 

COLUMBIA BASIN COLLEGE 
2600 North 20th Ave. 
Pasco, WA 99301 



r. J. Dale Gier 
hone: (509) 547-0511 



CENTRAL WASHINGTON UNIVERSITY 
Ellensburg, WA 98926 

Dr. Dale Otto 

Phone: (509) 963-1834 

FT. STEILACOOM CC»1MUNTTY 
COLLEGE ~~ 
9404 E. 112th St. 
Puyallup, WA 98371 

Mr. Z^le Green 
Phone: 848-9331 

GRAYS HARBOR COLLEGE 
College Heights 
Aberdeen, WA 98520 

Mr. William Sperling 
Plume: 532-9020 

GRIFF- ^N BUSINESS CO LLEGE 
2005 Fifth Avenue 
Seattle, WA 98121 



Donn Callaway 
hone: 624-7154 

HIGHLINE COMWUNTTY COLLEGE 
Mldvay, WA 98031 

corr- • Ednlfison 
tKJLione: 878-3710 



1983 



INSTITUTE FOR INTERCULTURAL 
LEARNING (I.I.L.) 
144 N.E. 54th 
Seattle, WA 98105 

Ms. Lynne Stanoulls 
Phone: 527-2171 

LAKE WASHINGTON VOC-TECH 
P.O. Box A 
Kirkland, WA 98033 

Mr. Wayne Flatnme 
Phone: 828-3311 

LOWER COLUMP'A COLLEGE 
1600 Maple ~~ 
Longview, WA 98632 

Ms. Rita Fontaine 
Phone: 577-2269 

OLYMPIA TECHNICAL COMMUNITY 
COLLEGE " 
2011 Mottman Rd. S.W. FY-10 
Olynpia, WA 98502 

Ms. Julie Cuslanan 
Phone: 753-3015 

OLYMPIC COLLEGE 
16th & Chester 
Bremerton, WA 

Dr. William Simpson 
Phone: 478-4839 

PENINSULA COLLEGE 

Port Angeles, WA 98362 

Mr. Al Carr 
Phone: 425-9277 

SEATTLE CENTRAL COMMUNITY 

COLLEGE 

1701 Broadt/ay 

Seattle, WA 98122 

Ms. Duong Dunning 
Phone: 587-4180 

SKAGIT VALLEY COLLEGE 

2405 College Way 

Mount Vernon, WA 98272 

Mr. Bert Williaason 
Phone: 428-1243 



SOUTH SEATTLE CCaiMUNTT V 
COLLEGE 

6000 16th Ave. S.W. 
Seattle, WA 98106 

Dr. H. Carlton Smith 
Phone: 764-5363 

SPOKANE COMMUNITY CQ LTFnr 
DIST. #17 

Dist. #17 Adult Center 
W. 1025 Spotford A>^e. 
Spokane, WA 99205 

Ms. Judy Pllder 
Phone: (509) 456-5019 

TACOMA COMMUNITY COLLEGE 
5900 So. 12th Street 
Tacoma, WA 98465 

Candy Carbone 
Phone: 383-3951 

WENATCHEE VALLEY COLLEGE 
1300 Fifth Street 
Wenatchee, WA 98801 

Mr. Dick Peterson 
Phone: (509) 662-2640 
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APPENDIX C 



A SELECT BIBLIOGRAPHY FOR VOLUNTEER ESL TUTORS 

Developed by the Volunteer Training Project 
of Tacosaa Coimunlty House, 1982 

SECTIONS 

1. ESL Texts 

2. Materials to Supplement Texts 

3. Vocational ESL Texts and Materials 
A. Background Infonaation 

5. Indochinese Refugee Education Guides 
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ESL TEXTS 



f -N.£«_Star^^Fji^ En^Ush and Survival 
^^teracy, 1982. Heincmann EducationarBc^kTT ~~ " 



Tfacher's Book $10.00 
Student's Book $ 6.50 

Literacy Workbook 1 & 2 $ 3.50 



Survival curriculun, for beginning adult learners who art- cither 
literate or pre-literate; emphasizes oral skills but also 
Introduces survival literacy skills such as reading sipns. 
Excellent range of activities. 



Homj:bound_lnj:lish for RefuRe^gjnen_(ja) . 1981. Taconua Communit House 

Teacher's Manual/Curriculum $9.50 
Student's Book of ILlust rations $3]50 

Twenty-three lessons on survival skills. Includes complete 
instructions for eachinR lessons and accon,panyin>. illustrations. 
Designed for beginning illiterate refugees. 

CoJlwrsat_ion_J^pok^^n£^ 1977. Prentice-Hall, Inc. 

Book 1 and 2 ^.93 ^^^^ 

Many drawings provide topics for conversatio;. ; and illustrating 
everyday situations. Dialogues, questions, and open-ended 
activities plus 5 kinds of writing exercises. Recommended for 
low interim _-di ate students. 

-^I'l^-li^JL.SilPJ English Grannpar ThrourJi Guided Conversations. 1980 

I'rei-t ice-Hall, Inc. 

Book 1 and 2 $6.95 ^ach 

Each lesson covers one or more grammatical structures, a 
model conversation, and exercises to use new content in the 
conversational framework. Designed for high beginning students 
and above. 



2. MATERIALS TO SUP PLEMENT TEXTS 



|ef ore Book One: ListenlnK ^Act^ix^l^s_f^r_2re-B eftinn i Studen ts of 
^"^'^^^^ and Mary Boyd. Regents Publishing Company, Inc. 

Book $3^25 
Teacher's Manual $1.7.» 

Activities center on listening and non-verbal responding' based 
on conununicatlvi^ situations such as writing, a tt-lephone numlu>r 
given orally. Designed for students who have no prior study 
of English. 



££gHwAqgij_on_ .Star ters and Other Activities for the ESL Classroom. 
Alemany Press . — 

$6.95 

Includes activities with games adapted for ESL and extensive 
bibliography. Appropriate for adults. 
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EncU sh for a Changing Wor ld. Cue Books I and I I. 1976. Scott Fo 
$5.27 for package of 10 per level 

Useful for beginning pre-literate students. Color pictures of 
survival activities and vocabulary with no writing. A teacher's 
and student's book is also available. 

I^iflfr?^^ ^^H^- Hegents 

Book 5^ 93 

llTr^lli the best overall text for Improving pronunciation of 
ZJall ^'"f "5^ - regardless of origin. Includes exhaustive 

contrast I:""^"^^'" "^^^ alliterative 

contrast drills, several basic intonation pattern drills, and 
easy to follow CKplanations sound production. 

EnEllBhJeraonce__^^ 1Q71. University of Michigan Press. 

Book 55 93 

Comprehensive reference for grammar. Includes drills. 
Iinj>aiitL_AduJ^^ 1982. Addison-Weslev. 

Book 1, ^ and 3 § ^^^^ 

Teachers Guide for each above $ each 

Each lesson Includes a detailed illustration, exercises to 
skills*'"'"^ ^'•''"^"^'^ ^^'^ students with some literac> 
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. Milk and Honey: An ESL Se r ies for Adults . 1981. Harcourt Brace 
Jovanovich, Inc. 

Book 1 and 2 $4,. 25 each 

Workbook 1 and 2 $2.60 each 

Develops all skill areas in lessons with model dialogues and 
exercises ran^^ing from drills to open-ended conversations 
Designed for hiph beRinnin^ students who are literate 



1978. Oxford 

$3. 



University Press. 
Book 



ob^cL'^Lar^e'^L'rt'r'r'^ ""'"'^^^'^ ^^^^^^ ^-^^-r 

ODjects. Laree charts of select pictures also available and 

useful in group teaching. The pictures are color^iiand cJear 
and are an excellent aid for the survival teache^oi tuto^ 




PAssai^t,o_ESI^U.e^ 1981. Delta Systems, Inc. 

Student Workbook 
Instructor's Guide 

assLl^tiorsl^^ ^''''^ discrimination, sound-sy.bol 

association, sign word recognition, reading and writing, 

^JSSJLrjLJut±^v^^^ Regents 
Book 5^ ^3 

Students describe sequences of pictures of essential daily 
situations such as making a phone call Cont-»in« A«n -in' - 
intended for hl.h be,l„nln„ to Inter^adlace s'LntB 

PrgnunclgUo n Contrasts In Fn, 11sh. Regents Publishing Co. 
co:s°tru™tl1g'd^nrs"' 'r>lT °f 

practice exercises for stress or Intonation 
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Sfc It — Say It. 1977. Addlson-Wesley . 

Blue BaR (RcRular Verbs) $53.13 
R»'d Bag (Irregular Verbs) $53.13 

Fifty large photo cards of actions with drawings for personal 
pronouns and objects. Stud.^nts express sentences like ^'Z 

throws the ball." Excellent for groups. Ap propria teTITr- 

beginning students and higher levels. 

TheJ^ew_Arri.^^ 1982. Alenunv Press, 

Book 1 and 2 $5 93 ^^^^ 

Stories about a refugee's life In his homeland, refugee camp 
and a new country. Provides readlng.conversation and writiL 
practice for intermediate students. wricxng 

What^o^„k^^_Mctu ^^^^^^^^ 

Student's Book 1 and 2 $3 50 each 

Teacher's Book 1 and 2 $3;25 each 

Photographs and drawings intended for interpretation and 

Teacher's Books include notes on useful language, 
and guxded oral exercises. Designed for high b.ginnin, and 
Intermediate students. 
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3. VOCATIONAL E SL TEXTS AND MATFRTAl.f; 

Adult Vocational ESI.. 1980. Center for Applied Linguistics 
Book 53 ^5 

Excellent overview of types of VFSL programs and considerations 
in curriculum design. 

English for Work . Publication Services. B.C.. Canada 

Curriculum Guide «^ 

$20.00 4 102: handling 

Lessons for three proficiency levels for l s ™«h i 
a job and functioning on the job LIJs iith ^'^'^'^ 
generic to the wo-ld of work r!rLr ^ith situations 

Effective foK i« t \ ^ leather than particular jobs. 
skiUs intermediate students and above wiJh literacy 

^?l£M«hJoO£u^il^^ 1980. Refugee Materials Center. 
Book 

one copy free 

J^nl"'!;^^'!''^ emphasizing language in preparation for entry-level 
employment. Designed for beginning students who have some pre-reading 

EnjOish That Works. 1982. Scott, Foresman and Co. 
Student Book 1 and 2 53.85 ^^^^ 

Instructor Edition, Book 1 and 2 $6.35 each 
Cultural Notes in Spanish, Chinese 

or Vietnamese oi -ic . 

91. 35 each 

PerLnanL^°''T,'f""' =""""0"=: -its In Book 1 Include 
IntervlL ^ /'r "T''- questions In the 

UterLv ;„ ^ °" intermediate students who have 

literacy in their native language. 

Book <.^_,3 

Exercises for high. Intermediate and above students on personal 

Janus Job Interview Kit. 1977. j^nus Book PuhUshers. 
Kit 



$39.95 

^sI2li"^n„f ir?*"'^""' ^"i'-l-vel jobs such as electronics 
job^U^s. e"! preparing for interviews and describes 
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Prevocatlonal EnRllsh . Institute of Modorn LanRuagCH. 

Workbook 1 and 2 55.95 g^^.j, 

Teacher's Guidt? (both levels) $4. 93 

Presents basic technical information on a variety of jobs. IncJudt^s 
Illustrated readings and comprehension questions and job interview 
information. Effective for intermediate students with good literacy 



A^.__BACK r,ROUNn IN FORKATTON 



.?P^l«;L_as_a_^eco^nd_^ Practice. 197A. Hcvents 

Publishing Company, Inc. — — — 

Book 35 25 

Practical Ruide to currirulutn and lesson planning and adaptation 
of materials Discusses specific techniques f„r teaching, pronun. iat ion, 
grammar, reading and writinR. Appendix contains useful definitions 
and extensive bibliography. 

rA^r-Jo^Ja^ez^hu^a^^^^^^^^ 198i . Lutheran Itnmi P.rat ion and 

Refugee Service. 

Single copies free 
Multiple copy orders $1 each 

Manual on setting up a volunteer progratn and brief information 
for volunteers. 



.L_S^t:ak_En£Ush^ 1976. Literacy Volunteers of America, 

^^o'* $6.50 

Handbook on teaching ESL. Highly recommended for beginning 
teachers. 
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5^_INDQCHINESE REFUGEE EDUCATION GUIDES 



The following materials were compiled by the National Indochinese 
Clearinghouse Technical Assistance Center of the Center of Applied 
Linguistics They are currently available from Lutheran Innnigration 
is requested " ^ '^'^"^^ cover^xpenses 




GENERAL INFORMATION SERIES 

No l—Hnii, lot Tutors (7 payes) 

J!^ ^f«^cat.on ,n VSetriarn^se Funaamenia Pr.nc.pies ana Curricula, !19 Ddoe^ I 
No 4~Teacf..ng Engi-sh Pronuncat.on to V.einamese (19 page") ^ 
No 6~ A Bnef Look at the Vietnamese Language Sounai ana Spellings (15 naoesi 
No 7-Test.ng the Read.nQAD.hfy of CamDoa.anM7 pages' SMib pages) 

w J-J^s^^'^'C Rt-so^rcei 10' Languagf ana Culture (3i pagen 

No 9-A Se.ecieo B.Di.ograpny of D.ct.ona'.es (13 pageM 
No 10-Teacn,ng Engi.sr. Pronyncafon to Speakers of Biact^ Ta. (Ta. Dam, 
(ID page?) ' 

No 11-Teacn.n^ Eny.sh Structures to the Wemamese (23 pages) 

(P^^yeT^'"*"' ^ P'O'^'e'^ Ge^^'^9 'o Kno* the Vietnamese 

No ;4-Jf^ Mmong Language Sounds ana Aipnaueti: (38 pages) 
No S-The Hmong Language Sentences and Phrases, (46 pages) 

°' '^n^"^ ^""^'^ ^'^'0'^ LaDC(44 panes, 

No 7-An Annotaiea B.oi.og'apn, ot fwthier.aK on the Hmong^ (3D paqt- ) 
No i&~Teach,ng£ng'.^ to Ccmooa.an SiuaentM39 p^qes) ^■'""^''^tO 

I^-I^^^^^^'^uE^'d '^-'oSpeaKe'sofLaotSepdues)' 
No 2a-Engi,i,r. Language TesT-ng (3A paaeM 

No 2i-tng's-^ P' j'u,r.c,.,i,o-, Lesson? tc/nmon.:^ (45 pape--) 
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ADULT EDUCATII^J SERIES 

No 1— Tfcacf..n;j £ng..sn to AOu't Refugees (ll pripcsj 

No 2r..-A Se.ected Annoiaiea B.bi.og-aph, o< MH^euan to- Tearn.nu En-jn^' id 

lnoocr..nc'S€r Refugee Aaui!wi979 iev.t,.or.j 166 {jayes) 
No 3^ Toward MethDa-„ of Leam.ng £ngi,sf. (.f: V.eir.amese Camuoa.an Laoi.i- ann 

Engtishi (14 pages. 
No 4— ESl Reaa.r.y Maier.afs fo' Aduis (20 pagei) 
No S-Recreaiionai Reading (o' Vietnamese (a (".stMi page) 
Mo 6~ English Lessons for Hefu.gee Aouifs-A Gu.de for VOiuniCi-rt, Tuto- ar-a 

Teachers (47 pages; 
ISto 7-Eh9"sf. Pronunc.aiior. Lessons tor Spea-er; of Vietnameie (51 paqe.> 
r4o B -A Ciuide to Manpower Vocationa- ESL {51 pagesj 
No &-Tfcach.ny ESL to illiterate AOijUs (forn.cu'n.ng, 
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ADDRESSES OF PUBLISHERS 



Addison-Wesley PublisUxnR Co. 

2725 Sand Hill Road 

Menlo Park, California 94025 

Aleroany Press 
P.O. Box 5265 

San Francisco, California 94101 

Center for Applied Linguistics 
3520 Prospect Street N.W. 
Washington, D.C. 30007 

Delta Systems, Inc. 
215 N. Arlington Heights Rd. 
Arlington Heights, Illinois 60004 
800/323-8270 

English Language Services 
H350 N.W. Science Park Dr. 
Portland, Oregon 97229 
800/547-1515 

Harcourt, Brace Jovanovich, inc. 
757 Third Ave. 
New York, Now York 10017 
800/847-4221 

Helnemann Educational Books, Inc. 
4 Front St. 

Exeter, New Hampshire 03833 

Institute of Modem Languages, Inc. 
P.O. Box 1087 

Silver Springs. Maryland 20910 

Janus Book Publishers 
2501 Industrial Parkway W. 
Hayward, California 94545 
800/227-2375 

Literacy Volunteers of America 
6th Floor, Mid town Plaza 
700 E. Water Street 
Syracuse. New York 13210 

Longman, Inc. 

19 West 44th St. 

New York, New York 10109 



Lutheran Inrnil prat ion and Hefupt-e 

Service 
360 Park Avenue S. 
New York, New York 10010 
800/223-7656 

Publication Services 
Ministry of Education 
878 Viewfield Rd. 
Victoria. B.C. V9A 4V1 

Oxford University Press 

200 Madison Avenue 

New York, New York 10016 

Prentice-Hall, inc. 

Englewood Cliffs, New Jersey 07632 

Refugee Materials Center 

324 E. 11th Street, 9th Floor 

11 0-ik Building 

Kansas City, Missouri 64106 

Regents Publishing Co. Inc. 

2 Park Avenue 

New York, New York 10016 

Srott, Foresman & Co. 
1900 Eastlake Ave. 
Glen view, Illinois 60025 
800/323-5482 

Tacoma Community House 
P.O. Box 5107 
Tacoma, WA 98405 
206/383-3951 

University of Michigan Press 
Ann Arbor, Michigan 48109 
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BE NCHMARKS USED IN ESL PROGRAMS 

These objectives or "benchmarks" emphasize listening and speaking 
skills for the first three levels of the Washington Master Plan. 
The ESL programs teach adults and may use different materials to 
cover the benchmarks. The Master plan also has benchmarks for 
literacy skills. 

These benchmarks are from the levels of Preliterate 1, Pr e . i ■: - r a t e 2, 
and Beginning 1 (Pl, p2. B1). They are covered in IJER or A W£W START 

The student is acle to: 

" respond to and make simple and direct requests for personal 
and family information 

~ recognize family name when spelled orally and spell name 

- exchange simple and common expressions of greeting , leave- 
takings, thanks, and apologies 

- recognize orally and state the cardinal numbers 0 - 1,000 
and ordinal numbers 0-31 

- respond to and ask questions about time, weather, and U.S. 
Currency 

- follow and give one-step directions and commands 

- follow and give simple directions for location (prepositions, 
left-right, etc.) 

- respond to and state expressions of praise and disapproval 

- identify and name body parts and symptoms 

- identify and name foods, colors, and clothing 

- provide basic emergency information over the telephone or 
in person 

- respond to and produce basic statements and questions using 
"be" and "do" and other common verbs in simple present and 
present continuous tenses {e.g.. Are you a student? Yes, I am./ 
Are you learning English? Yes, I am./ Does _____ go to 
school? No, he doesn't.) — ~ 

- respond to and ask simple wh- questions (who, what, when, 
where ) 

A student who can perform 75% of these benchmarks or objectives has 
satisfactorily completed the level. 
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To adequately cover these four benchn,^r-v^ 

use material in addition to^^ Ld rNEw'sTAR^ !^^^ 

The student is able to: 

- recognize and produce personal and possessive pronouns (such as "her" 
and "their") 

- recognize and name basic shapes and sizes 

- understand and converse about basic measures of .eight, distance and 
voluniG 

~ recognize and name common occupations 
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LITERACY OBJECTI VES FROM STATE ESL MASTER PTJ^M 

For Level Preliterate 1, the student is able to: 

- read and write the cardinal numbers from 0 - lOO 

- read and write the letters of the alphabet 

" withlhe'letter""' °' consonants and the long and short vowel 

- read basic en^^loyment application sight words 

- read basic traffic and emergency sign words 

- write sighu words presented orally 

- write basic simple personal information 

For Level Preliterate 2, the student is able to: 

- read the cardinal numbers i - looo and ordinal numbers 1-31 

- write the cardinal, ordinal numbers: 1 - looo and ordinal numbers I-31 

- read basic sight words 

- extract basic information from simple maps, timetables, calendars 

- write and recognize money amounts 

-■ read and write digital time (e.g., 8:30 p.m.) 

- read and write basic appointment information 

- copy information correctly 

- read and use the arithmetic symbols for addition and subtraction (+,-) 

- read and answer yes/no questions 

- read and answer simple wh- questions 

- associate the sounds of diphthongs with letters 

- associate the sounds of consonant diagraphs, blends with letters 

' i:?tnb!."f.?'n!r"'°"' °' ""^"^^"^^ measurements 
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OBJECTIVES FROM STATE ESL MASTER PLft N. LEVEL nr.arr^.^r. . 
Listening and Speaking 

The student is able to: 

- recognize and state the na.es of conunon tools and cor^n occupations 

■ S^Ti^Le^^f^lxl^iLli^n^^^ ^^^^^^"^"^ -^^-.ton 
> respond to and describe the steps in a sin^^le process (3 ~ 5 steps) 

- respond to and extend an invitation to an outing or visit 

- recognize and state common measurement terms 

- recognise and produce expressions related to receiving and giving gifts 

- make an operator-assisted telephone call 

- respond to ax^d state common .edical and safety instructions 

- make an appointment over the telephone 

- ask and respond to questions usina "n*-" /o « 

6:30?) ^ {e-g-. Can you come at 5:30 or 

" InTZt'^^^^^'^^''^^ questions using common action verbs and "be" 
and do an simple present, present continuous and past ter'^^ 
Are you from Laos? No, I'm not. ter 
Are you learning English? Yes, I am 
Were you in a camp? 
Do you have a car? 
Did you ride the bus? 

- use modals (e.g., can, may, must and should) 

- use t, -word verbs (e.g., get up, sit down, turn on) 

- recognize and state ti^ sequence (e.g., after and before) 

■ e'^^j",""" "'^ ""-^"^ °^ co^^rUon (e.g.. faster, ^re/Zess 

- recognize and us. adverbs of frequency (e.g., always and so™eti,„es) 
c^tlT. rl:: tZr'^"" '"-^ •'--""•"■'^ - objectives has satisfactorily 
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OBJECTIVES rnOVl STATE ESL MASTER PLftN, LEVEL BEGINNING 3 
Listening and Speaking 

The student is able to: 

- ask for clarification of instructions (e.g., Do 1 




- converse informally in work and social environments 

- ask and answer basic questions during a job interview 

- ask and state enployment information by phone or in person 

- express congratulations and condolences {e.g., I'm sorry to hear about 

- respond to "why" questions 

" "se the future and present perfect in questions and statements (e.g.. 
Will you come?/ Have you lived here long?) 

~ ask questions about transportation (including traffic safety) 

- discuss financial agreements (e.g., loans, renting, bank business) 



A student who can perform 75% of these benchmarks or objectives has 
satisfdctorily completed the level. 
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